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The FermiWorks New Employee Onboarding website link: http://fermiworks.fnal.gov/Onboarding_Training.shtml
There are six initial Action items to complete in your FermiWorks Inbox. (They may not display in this specific order.)

Review Documents - View the On-Call and Seasonal Online Orientation Presentation
Add Emergency Contacts

I-9 (Employee)

Education History

Contact Information

Name and Personal Information

FEFEEEE

After completing these Actions three more remain:
4 Change My Government IDs
4 Change My Licenses
4 Change My Passport and Visas
% Review Documents

1. Loginto your FermiWorks account.

2. Click My Account > Inbox to display the initial five Actions to complete.
Click Submit to complete the following Actions:

I-9 (Employee)

Education History

Change My Licenses

Change My Passport and Visas
Change Benefits

P

If any information is required for these Actions, it can be entered when you arrive at Fermilab.
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Review Documents
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Click the Oncall and Seasonal Online Orientation Presentation link to view the presentation.

Actions 1

Viewing: All

Archive o

w Sort By: Newest v ~

Review Documents

13 second(s) ago - Effective 04/29/2015

Review Documents Review Documents for Onboarding for Mick Jagger (301271) - £+ 0

18 secondis) ago - Effective 04/29/2015

Documents
Document Link
Instructions
Signature Statement

| Agree

<+ Inbox

Oncall and Seasonal Online Orientation Presentation 3
Please review the online orientation and ac Know\edgel%at you have viewed the presentation in its entirety.

I have reviewed the entire online orientation presentation

O

Click the check box to acknowledge viewing the presentation.

Click Submit.

Documents
Document Link

Instructions

Signature Statement

| Agree

Cncall and Seasonal Online Orientation Presentation

Flease review the online orientation and acknowledge that
you have viewed the presentation in its entirety.

| have reviewed the entire online orientation presentation.

Cf

Comment

More -

|—_
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Click the orange bar in your Inbox to refresh and display the next set of Actions. The Actions may display in a
different order than documented here.

Actions 5 Archive 1
Wiewing: All W Sort By: Newest W N
You have new inbox items. o
Review Documents
res|
43 minute(s) ago - Effective 04/29/2015

Add Emergency Contact

1. Click Add Emergency Contact.

Actions @ Archive o Complete To Do Add Emergency Contacts (-
Wiewing: All w Sort By: Newest v W 5 day(s) ago - Effective 03/06/2015
Add Emergency Contacts Add one or !'m:_lre emergeliicy contacts with at Iea:st one piece of ]
1 Choose "existing beneficiary or dependent" to link your emerge

5 day(z) ago - Effective 03/06/2015

to existing beneficiaries or dependents.

|-8 (Employes)
5 day(=) ago - Effective 03/06/2015
Less
Education Histo
o _FY ) For FermiWorks Training Coordinator-10
5 day(=) ago - Effective 03/06/2015
Overall Process  Hire: Allen Einstein (300388)
Contact Information
o - Overall Siatus Successfully Completed
5 day(s) ago - Effective 02/06/2015
Name and Personal Information Add Emergency Contact
5 day(s) ago - Effective 03/06/2015 = h‘
Add Emergency Contact 17
A
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2. Click Add My Emergency Contacts.

@ On behalf of: Allen Einstein (300988)

Add Emergency Contact =

Please click the button below fo add your emergency contacts.

Add My Emergency Contacts
L

[Add My Emergency Contacts l

3. Click Legal Name to open the section.

Primary Emergency Contact Mame

Mileva
Legal Mame Name *

Country

United States of America

Relationship Relations

Prafix search
Preferred Language Preferred

First Name +# | Mileva

Primary Address @ Middle Mame |
Last Name * || Einstein |
Primary Phone @ Sy -
Additional Phone @ g
one

4. Complete the following fields:
e  First Name of your mentor
e Last Name of your mentor

5. Click Done.

6. Click Relationship to open the section.
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7. Click Prompt and select Other from the Relationship pick list.

Primary Emergency Contact

Legal Name
Relationship
Preferred Language
Primary Address ]
Primary Phone

Additional Phone

® ® ®

Primary Email

Relationship *

Freferred Language

Legal Name * Wilvera Einstein

A

itution Point of Contact

Ex-spouse
Spouse
Child
Sibling
Parent
Other

Grandparant

Q|

m

8. Click + to the right of Primary Address to open the section.

Primary Address

Primary Phoneg

Additional Phone

Primary Email

Additional Email

Address

112 Mercer Street, Princeton, MNJ

Country #*
United States of America

Address Line 1 * | 112 Mercer Street
Address Line 2
City * | Princeton

State * | Mew Jersey

Postal Code  * | Da541|

County

[
—=

9. Complete the following fields for your Emergency Contact:

Country

Address Line 1 — Enter Kirk and Pine Street
Address Line 2 — Do NOT enter any information on this line. Be sure to enter your entire street address on

Address Line 1.
City — Enter Batavia
State — Enter lllinois
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e Postal Code — Enter 60510

10. Click Done.

11. Select the Type for the address of the Emergency Contact.

1. Click + to the right of Primary Phone to open the section.

2. Complete the following fields for your Emergency Contact:
e Phone Device
o Area Code
e Phone Number

3. Click Done.
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Add Alternate Emergency Contacts

1.

Scroll down to the bottom of the window and click Add.

Alternate Emergency Contacts

Alternate Emergency Contacts

Add
| Legal Name
Legal MName * | All Alberico
Priori * .
ty Country *
Mark as Primary (]| | Haly
Felationship * !

- Given Name(s) * | Alberico
Preferred Language

| Family Name % || Farina|

Address
Phone Mumber

Done
Additional Phone
Primary Email =
Additional Email =
Instant Messenger =
Web Address =

Click Legal Name to open the fields.
Select Italy from the Country pick list.
Enter the Given Name(s).

Enter the Family Name.

Click Done.

Page 7 of 12



# Fermilab FermiWorks

Italian Program - Complete Initial Onboarding Actions
07.30.15

7. Select the Relationship of the alternate emergency contact.

Relationship * | Parent
Freferred Language | SEarnCh
Address
|7 Fhone Mumber
Phone Number | +3 +30 322-3423479 (Mobile Phone)
Additional Phone [ ] Cone Device
Primary Email r | Iobile Phone v
Additional Email [ ]
Country Phone Code
Instant Messenger |  Italy (+39)
Web Address
Area Code
Fhone Mumber #
| 322-3423479 i
£ | enter your comment
\ 9 ) Phone Extension
R
| i
Type
searc
X Home
Motes

8. Select the type of Phone Device.
9. Select Italy for the Country Phone Code.

10. Enter the Phone Number.
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11. Enter the phone number Type.
12. Click Done.
13. Click Submit.

The following window displays:

Add Emergency Contact B =

This task is no longer in use. Please click the button below to add your emergency contacts.

Add My Emergency Contacts

1. Click the Workday logo at the top of the window to display the FermiWorks Home page.

3
® On behalf of: Adriana Farin._. .

2. Click the Inbox worklet.

Actions s Archive 1

Complete To Do Add Emergency Contacts (.- x T I . I
Wiewing: All e Sort By: Newest w ~ 11 minute(s) ago - Effective 04/15/2015
Add Emergency Contacts Add one or more emergency contacts with at least one piece of Cl

Education History
11 minute(s) ago - Effective 04/15/2015 o

Contact Information
11 minute(s) ago - Effective 04/15/2015 -0

Name and Personal Information
11 minute(s) ago - Effective 04/15/2015 -

11 minute(s) ago - Effective 04/15/2015 s "existing beneficiary or dependent” to link your emergency ies
or dep

1-9 (Employee) Less

11 minute(s) ago - Effective 04/15/2015 o

For Financial Manager-10
Overall Process Hire:

Overall Status Successfully Completed

Add Emergency Contact

O enter your comment
A
Submit . ave for Later Close

3. Click Submit on the Add Emergency Contacts Action to complete it.
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4. Click Done.

I-9 (Employee)

1. Click Submit to complete the I-9 (Employee) Action.

Ations {§ SEL2C Complete To Do |-9 (Employee) (- (Gl I
Viewing: All v Sort By: Newest v v 19 hour(s) ago - Effective 03/09/2015
‘Your Recruiter will email you the I-9 Employment Verification process steps. Click
-0 (Employee) . M . . '
Tl e o (T~ TETT TS W 'submit” when you have completed this onboarding task.
Education History .
19 hour(s) ago - Effective 030812015 &
For FermiWWorks Training Coordinator-6

‘Contact Information

18 hour(s) ago - Effestive 03/08/2015 Overall Process  Hire: Albert Einstein (300978)

‘Overall Statu S sfully Completed
Name and Personal Information era ® uccessfully ©
19 houris) ago - Effective 03/09/2015 Instructions Did you fill out your -9 information and provide it to the appropriate party?

Add Emergency Contacts

18 hour(s) ago - Effective 03/08/2015 - O Yes|

E11T! submit | Save for Later Close
X;

2. Click Done.

Education History

1. Click Submit.
2. Click Submit to complete the Education History section.
3. Click Done.

Contact Information

4. Click Submit.

1. Complete the following fields:
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e Country
e Address Line 1 — 25 characters maximum

2. Click Done.

NOTE: Be sure to update your United States contact address when this information is available.

Primary Phone
1. Click + to the right of Primary Phone to open the section.
2. Complete the following fields:
e Phone Device
e Country Phone Code, if applicable
e Area Code
e  Phone Number
3. Click Done.
4. Click Submit at the bottom of the window.

5. Click Done.

Name and Personal Information

1. Click the Name and Personal Information Action.

2. Click Gender to open the section.
3. Select your Gender.
4. Click Date of Birth to open the section.

5. Enter your Country of Birth.
6. Click the Prompt to open the pick list of Countries.

7. Click Preferred Countries and select the Country where you were born.
8. Click Prompt to open the pick list of States to select the Region of Birth.
9. Select the appropriate state where you were born.

10. Enter the City where you were born.
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11. Enter your Marital Status and Marital Status Date so this information is correctly captured in both FermiWorks
and PeopleSoft.

12. Click Citizenship Status to open the section.
13. Click Prompt to open the pick list of countries. Select the country.

14. Click Submit at the bottom of the window.

Save for Later Close

Dlicahilit )

15. Click Done.

This completes the initial Action items in your Inbox. There are additional Actions to complete. Click the orange
Bar to refresh in your Inbox.

Actions 2 Archive a . . . .
Success! Event submitted Onboarding for Albert Einstein

Viewing: All “ Sort By: Newest w | |~ (300987]

oo 0 [
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